
Employee Templates
Create templates under each Team with chosen Payroll Items and HR 
Credentials. Templates can then be applied to new employees in the system. 
Admin> Teams> Select team> Employee Templates> + to add new> make selections in Payroll Items and/or 
Credentials sections> Save

Optional Feature: Add rate to be applied to payroll item when 
using template. Can override in employee chart. Copyright © 2021 CubHub Systems Inc.



Employee Templates
Once created, users can hover over the template’s Pay Rate and 
Credential columns to see what selections were made in the template.
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Employee Templates
When adding a new employee to the system, apply the employee template 
under the Skills/Discipline section. The chosen Payroll and Credential items 
will be added to the employee chart. 

Note: Users will see 
this warning when 
applying a template 
to an employee.

Note: Templates may only be 
applied to new employees or 
those who do not have any skills or 
credentials already saved.
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Employee Templates
Once the template is applied, the pay rates/skills and credentials will 
automatically be added to the employee chart. 

Skills and Credentials can 
be added or removed. 

Specific pay rates can be 
applied to Skills.

Add in expiration dates or 
uploads to credentials, as 
needed. 
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